
CHAPTER 6

INVENTORY

Inventory in ship’s store afloat is the process
of bringing stock records into agreement with
stock on hand, determining current money value
balances, and reestablishing accountability. As a
Ship’s Serviceman second class, you can expect
to become more involved in the inventory process.
In this chapter we discuss the various steps of this
process, including preparing for inventory,
accomplishing the actual inventory, accounting
for the inventory, and reconciling the results of
the inventory.

PHYSICAL INVENTORY

Physical inventory is the process of
identifying, counting, and evaluating all stock on
hand at a specific time. The purposes of physical
inventory are the following:

 To determine the dollar value of the stock
on hand so that required financial reports can be
prepared

 To check on the accuracy of stock records
and stock on hand

 To determine the dollar value of stock
shortage due to spoilage, damage, waste,
pilferage, or other losses not shown on the stock
records

 To identify stock shortages and overages
and to determine financial liability

 To use as a management tool for effective
stock control

In this section, we discuss the procedures for
inventory in combined or separate responsibility.
Inventory includes all ship’s store and standard
Navy clothing stock. Cost of operation items on
hand in activities other than the bulk storeroom
are not inventoried because they have already been

expended from the records. This category also
includes consumable supplies in the laundry,
barbershop, and so forth.

INVENTORY PERIODS

Inventory is taken at the times listed in the
following paragraphs.

At the end of each accounting period or
sometime during the last week of business, an
itemized inventory of all ship’s store and standard
Navy clothing stock is taken.

When the ship’s store officer is relieved, an
itemized inventory of all ship’s store and standard
Navy clothing stock is taken.

When the bulk storeroom custodian is relieved
in separated responsibility and when the sales
outlet operator is relieved in combined responsi-
bility, an itemized inventory of all ship’s store
and standard Navy clothing stock in the bulk
storeroom is taken.

When the ship’s store receives a change to the
Navy Clothing Price List for Men and Women,
NAVRESSO Pub 90, for those clothing items
affected by the standard price change, an itemized
inventory of standard Navy clothing stock is
taken.

When the sales outlet operator is relieved on
ships operating under separate responsibility, a
price line inventory or itemized inventory of all
stock in a sales outlet is taken.

NOTE: Price line inventories are discussed
later in this chapter.

In a self-service retail store or a sales outlet
operated by more than one person, a price line
inventory or itemized inventory of all ship’s store
and standard Navy clothing stock is taken
monthly.

When there is evidence of unauthorized entry
into the sales outlet, a price line inventory or
itemized inventory is taken.
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When directed by the Navy Resale and
Services Support Office (NAVRESSO) and with
the type commander’s approval, an itemized
inventory is taken monthly for ships with excessive
inventory differences.

An inventory is taken at any time when
directed by the type commander (TYCOM),
commanding officer (CO), supply officer, or
ship’s store officer.

PREPARING FOR INVENTORY

The ship’s store officer must make sure the
inventory personnel are assigned and are familiar
with local inventory procedures, layout sketches
are prepared for spaces being inventoried, stock
is arranged, and entries on the ship’s store records
are up to date.

Assigning Personnel

The ship’s store officer is responsible for a
complete and accurate inventory. A two-count
system is used with two inventory teams counting
all material. Normally there are two persons to
an inventory team, a counter and a recorder. But
if sufficient personnel are not available, inventory
teams may be made up of one person. The office
recordskeeper will never serve on an inventory
team. Teams are made up as follows:

 First count team—Either the ship’s store
officer or other commissioned officer and one
enlisted person

 Second count team—An enlisted person in
a supply rating E-6 and above and one other
enlisted person

Monthly price line or itemized inventories of
self-service stores or sales outlets operated by
more than one person can be conducted by a
qualified senior enlisted person in the supply
rating E-6 or above with the TYCOM’s approval.

On large ships with several sales outlets and
bulk storerooms, inventory may be taken by
multiple inventory teams with the TYCOM’s
approval. The number of inventory teams is
determined by the ship’s store officer. The
two-count system is used with multiple inventory
teams, and each sales outlet or bulk storeroom
is counted by two teams. The ship’s store officer
supervises the teams, which are made up of one
enlisted person in the supply rating E-6 or above
and one other enlisted person.

Local Instructions

Since each ship’s store differs in size, volume,
layout, and so forth, it is necessary to prepare
specific instructions covering inventory procedures
for each ship based on the instructions contained
in the Ship’s Store Afloat, NAVSUP P-487. Once
prepared, these instructions are distributed to all
personnel before the inventory. The instructions
cover such subjects as assignment of personnel,
cutoff times, stock arrangements, counting,
recording, and extending. The ship’s store officer
is required to schedule training periods when
needed, to make sure inventory procedures are
understood by all personnel.

Layout Sketch

The purpose of a layout sketch is to make sure
an accurate but speedy inventory is done. Layout
sketches of the sales outlets and bulk storerooms
are prepared by the ship’s store officer in advance
of the inventory. The layout sketches include each
bin, shelf, and showcase, identified by a number
as shown in figure 6-1. If the space is large, it may
be broken down into sections and a layout sketch
prepared for each section. A number identical to
the one entered on the layout sketch is attached
to the corresponding fixture located in the space.

Arranging Stock

To make counting faster and easier, all
merchandise in the sales outlet or bulk store-
room is sorted and consolidated by identical
merchandise and price line. Empty cartons, except
those used for packaging of merchandise on
display, must be removed from the sales outlet
or bulk storeroom so they won’t be included in
the inventory. The contents of cases, boxes, and
containers from which items have been removed
must be counted. The markings on the outside of
a previously opened case are not used as your
count under any circumstances.

Entries on Records

Before the inventory, the office recordskeeper
must post all receipt, expenditure, and intrastore
transfer documents to the ship’s store records.
This includes the Stock Record, NAVSUP Form
464; the Journal of Receipts’ NAVSUP Form 977;
the Journal of Expenditures, NAVSUP Form 978;
and the Ship’s Store Afloat Financial Control
Record, NAVSUP Form 235, when it applies.
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Figure 6-1.—Layout sketch for the retail store and bulk storeroom.
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Any stock that is slow-moving, damaged, or obsolete must be properly marked
down to the new cost price and the price changed before the inventory cutoff
date.

INVENTORY PROCEDURES

The ship’s store officer, as we mentioned earlier, is responsible for the
inventory. In manual recordskeeping, the Inventory Count Sheet, NAVSUP
Form 238, is used to record inventories. Each set of count sheets consists of
four copies that are color-coded in white, yellow, pink, and blue. Count sheets
are serialized by the ship’s store officer using a locally prepared number control
log for inventory count sheets. The number control log also includes columns
for the serial number, first count team, second count team, and count sheet
returned to the ship’s store officer.

The same serial number is used for the entire set of four sheets. The serial
numbers must be accounted for whether used or voided. After all count sheets
are serialized, the ship’s store officer will provide sufficient sets to each sales
outlet operator and bulk storeroom custodian. A separate set of inventory
count sheets is used for each space inventoried.

Before inventory, the custodian of the space being inventoried must prelist
the required information on the Inventory Count Sheet, NAVSUP Form 238.
The actual stock to be inventoried is recorded on the inventory count sheet
following the inventory pattern. The inventory pattern is determined before
the actual inventory count. Normally the inventory pattern of a space begins
on the left and works to the right of each section of the space and the
responsible custodian follows this pattern when prelisting information. The
responsible custodian is required to prelist the following information on the
NAVSUP Form 238:

Data Caption Instructions for Entry

Prelisted by responsible Enter the name and rate of the sales outlet
custodian operator or bulk storeroom custodian.

Fixture number Enter the fixture number as assigned to each
bin, shelf, showcase, and so forth, if it
applies.

Item description Enter a short description and the stock
number of the actual stock in the space to
be inventoried.

Unit Enter the unit of issue of each item to be
inventoried.

The responsible custodian is required to leave the last four lines of the
NAVSUP Form 238 blank while prelisting. This is done so that items that
were missed or omitted can be added during the inventory. Retail and cost
prices of the items are not included in the prelisting.

Once the prelisting is complete, the responsible custodian forwards the
NAVSUP Form 238 to the ship’s store officer. The ship’s store officer reviews
the NAVSUP Form 238 and makes sure all merchandise on all fixtures has
been prelisted by comparing the NAVSUP Form 238 to the layout sketch.
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ROM INVENTORY PROCEDURES

In automated procedures, ROM users will
establish and/or update the ROM inventory
prelisting before inventory. The ROM inventory
prelisting can be created, modified, or deleted via
the ROM inventory function. The ROM inventory
prelisting will identify ship’s store stock numbers
and nomenclature in the order in which the stock
is to be counted. Sales outlet operators and bulk
storeroom custodians will generate and update the
inventory prelisting by identifying ship’s store
stock numbers in the same sequence in which the
items are displayed or stowed. The prelisting will
be according to the layout sketch and the ship’s
store inventory plan. Each page of the ROM in-
ventory prelisting will be assigned a serial number
using the locally prepared number control log
previously mentioned under inventory procedures.

TWO-COUNT SYSTEM

As mentioned earlier, a two-count system is
used to inventory stock in ship’s store afloat. In
manual recordskeeping, after verifying and
reviewing the NAVSUP Form 238, the ship’s store
officer separates the white original and yellow
copy from the pink and blue copies. The first
count team uses the white original and yellow
copy, while the second count team uses the pink
and blue copies.

In ROM procedures, after completing the
inventory prelisting, ROM users print the
inventory worksheets. The original and first copy
of the inventory worksheets are separated and
used to record the first count. The second and
third copies of the inventory worksheets are used
to record the second count.

Under separate responsibility, the bulk
storeroom must be inventoried first so the Stock
Record, NAVSUP Form 464, can be verified.
During inventory, one person on each inventory
team counts while the other person records the
count. The recorder must enter counts in ink and
all corrections and changes must be made in ink
and initialed by the persons conducting the
inventory and the responsible custodian. The
inventory must be done by both teams following
the inventory pattern of the space. After com-
pleting the inventory of the space, all NAVSUP
Forms 238 are signed by the persons taking the
inventory and the responsible custodian.

Reconciliation of First and Second Counts

The ship’s store officer or designated assistant
compares the NAVSUP Form 238 from the first

and second counts. If a difference is discovered,
a third count of the items that differ is made by
the ship’s store officer. When the correct amount
has been determined, the necessary changes are
made to all copies of the inventory, so that they
will agree. A correction is made by drawing a line
through the error and writing the correct number.
The ship’s store officer and the responsible
custodian must initial all corrections.

Security During Inventory

During the inventory, but not when the actual
counting is in progress, the ship’s store officer
must replace the lock and attach a numbered car
seal in the presence of the responsible custodian.
The car seal number is then recorded on the top
of the first inventory worksheet or NAVSUP
Form 238 for that space, and recorded in the car
seal number log. When the actual counting is in
progress, each sales outlet operator and bulk
storeroom custodian must be present in his or her
space. No stock is to be moved from the space
while the inventory is in progress. Breakouts,
issues, sales, and transfers of stock can only be
made if an emergency exists. When emergency
transactions occur, the inventory must be
adjusted.

AFTER INVENTORY

Once the inventory counting is complete and
all differences resolved, there are still many things
that must be done. The Stock Record, NAVSUP
Form 464, must be posted and verified. The total
dollar value of any outstanding material returned
to the vendor for credit memorandum or cash
refund must be included on the last page of the
bulk storeroom inventory count sheets. The
inventory is then distributed and extended, and
the summary sheets are prepared. We discuss these
duties in the following sections.

VERIFICATION OF BULK
STOREROOM COUNTS IN MANUAL
RECORDSKEEPING

In separate responsibility, the physical counts
of the bulk storeroom inventory must be com-
pared with the balance on the Stock Record,
NAVSUP Form 464, to make sure they are the
same quantity. In combined responsibility when
the sales outlet and bulk storeroom are operated
by the same person, only the cost of operation
items are verified with the bulk storeroom
balance. The technique of verifying totals in the
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bulk storeroom is illustrated in figure 6-2. The
ship’s store officer is responsible for this
verification. If desired, the ship’s store officer may
designate another qualified person and the
recordskeeper to verify the balances. The bulk
storeroom custodian cannot assist the records-
keeper in verifying the balances. Differences
found between the inventory total and the balance
on the NAVSUP Form 464 must be examined.
If errors are found in the inventory, the NAVSUP
Form 238 must be changed and initialed by all
personnel who participated in the inventory. If
the error is not in the inventory, all receipt and
expenditure documents posted to the NAVSUP
Form 464 must be checked for accuracy by the
office recordskeeper. In some instances, the
difference may be a posting error. Differences that
cannot be resolved must be included on the dis-
crepancy list, which we discuss later in this chapter.

VERIFICATION OF BULK
STOREROOM COUNTS IN ROM
PROCEDURES

After inventory, the physical counts of
inventory are entered in the ROM system via the
ROM inventory function. Only those personnel
designated by the ship’s store officer enter
inventory counts into the ROM system. Once the
inventory counts have been entered, the smooth
inventory listing is printed. The ship’s store
officer, or another person designated by the ship’s
store officer, verifies that the actual inventory
counts match the quantities on the smooth inventory
listing. The ROM system matches the inventory
quantities entered to the bulk storeroom balances
on the NAVSUP Form 464. The inventory differ-
ence listing is then printed and examined, If errors
are found in the inventory, they are corrected on the
inventory worksheet and initialed by all personnel
participating in the inventory. All corrections are
entered in the ROM inventory function, and the
corresponding inventory count sheet is reprinted.
The original inventory will indicate what
corrective action was taken for discrepancies.

CREDIT INVOICES

At the end of the accounting period, the
following will be carried as part of the inventory:
1) the dollar value of credit memorandums that
have not been posted to the Journal of Receipts,
NAVSUP Form 977, and transmitted to FAADC;
and 2) the dollar value of a cash refund for which
a refund check has not been received.

The expenditure number of the Requisition
and Invoice/Shipping Document, DD Form 1149,

and the date and value of material returned must
be listed on the last page of the inventory for the
bulk storeroom. In ROM procedures, the ROM
system automatically posts credit memorandums
or cash refunds from the miscellaneous expendi-
ture file that have not been liquidated.

DISTRIBUTION OF THE INVENTORY
COUNT SHEETS IN MANUAL
RECORDS

In manual records, after the inventory, the
inventory count sheets are distributed as listed in
the following paragraphs.

The white copy goes to the ship’s store officer
for extensions. This copy will ultimately be filed
in the Accountability File, SSA-21, until the end
of the next accounting period and then filed in
the retained returns.

The yellow copy goes to the recordskeeper for
extensions and used as a working copy. Later it
is filed in the retained returns.

The pink copy goes to the responsible custodian.
The blue copy is used as a price list (optional).
When inventory is taken for the purpose of

relieving the ship’s store officer, one copy of the
inventory is also given to the detaching ship’s store
officer.

DISTRIBUTION OF THE INVENTORY
COUNT SHEETS IN ROM
PROCEDURES

In ROM procedures, after inventory, the
rough inventory count sheets and smooth
inventory listing are distributed according to the
following paragraphs:

 The original of the rough inventory count
sheet and smooth inventory listing are filed in the
Accountability File, SSA-21.

 The first copy of the rough inventory count
sheet and the smooth inventory listing are used
by the ship’s store recordskeeper as a working
copy and later filed in the retained returns.

 The third copy of the rough inventory
count sheet and smooth inventory listing are given
to the responsible custodian.

 The fourth copy of the rough inventory
count sheet may be discarded and the smooth
inventory listing may be used as a price list.

INVENTORY EXTENSIONS IN
MANUAL RECORDSKEEPING

In manual recordskeeping, the retail and cost
prices are entered on the NAVSUP Form 238 and
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Figure 6-2.—Verifying bulk storeroom balances on the NAVSUP Form 464.
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the inventory is extended as shown in figure 6-3. The ship’s store officer or
another qualified person assigned by the ship’s store officer extends the white
copy. The recordskeeper extends the inventory on the yellow copy. The
responsible custodian or the recordskeeper is not allowed to extend the white
copy of the NAVSUP Form 238. After extensions, the ship’s store officer
compares the page totals on the white and yellow copies and resolves any
differences. A change is made by drawing a line through the error and writing
the correct figure. The ship’s store officer and the person extending the
inventory must initial all corrections.

INVENTORY EXTENSIONS IN ROM PROCEDURES

After inventory, the rough inventory count sheets are used to enter inventory
counts into the ROM system via the ROM inventory function. After the inventory
counts have been entered, ROM users print the smooth inventory listing. The
ROM system includes prices and extensions on the smooth inventory listing.

INVENTORY SUMMARY SHEETS/AFFIDAVIT
IN MANUAL RECORDSKEEPING

In manual recordskeeping, after all the inventories have been recorded
on the stock records, extended, and verified, all inventory count sheets must
be sorted in serial number sequence for each space. A blank inventory count
sheet is used as a summary sheet to consolidate all inventory count sheets for
each individual space as shown in figure 6-4. The summary sheet is prepared
on a blank NAVSUP

Data Caption

Form 238 in the following manner:

Instructions for Entry

Serial number

Date of count

Bulk storeroom number store
number

Item description

Total inventory at retail/total
inventory at cost

This is the serial number assigned by the
ship’s store officer from the number control
for inventory sheets.

Enter summary sheet.

Enter the number of the bulk storeroom or
sales outlet, whichever applies.

Enter the serial numbers of all NAVSUP
Forms 238 used to inventory the space.

Enter the total values from each NAVSUP
Form 238 across from the corresponding
serial number.

NOTE: After the last serial number, enter the
total inventory at cost and retail for that space.

After these steps are completed, a separate inventory affidavit is entered on
each summary sheet. The affidavit is entered as follows:

‘‘I certify that this inventory summary sheet and inventory count sheets
corresponding to serial numbers through
representing inventory valued at $ (cost) and $
(retail) to the best of my knowledge and belief is an accurate and complete
inventory of merchandise taken on

Responsible Custodian Ship’s Store Officer

After the affadavit is completed, the recordskeeper uses the yellow copy of
the inventory to close out and balance the Ship’s Store Afloat Financial Control
Record, NAVSUP Form 235. The procedure for closing out and balancing
the NAVSUP Form 235 is discussed later in this chapter.
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Figure 6-3.—Inventory extensions.
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Figure 6-4.—Summary sheets and inventory affidavits.
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INVENTORY SUMMARY
SHEETS/AFFIDAVIT IN
ROM PROCEDURES

After all inventory counts have been verified
and entered in the ROM system data base, ROM
users print the inventory count sheets and the
inventory summary sheet. The ROM auto-
matically enters the inventory affidavit on each
inventory summary sheet.

OTHER TYPES OF INVENTORY

Spot inventories and price line inventories are
used by the ship’s store officer during the
accounting period to keep a close check on the
financial accountability of self-service stores, retail
stores operated by more than one person, and the
bulk storeroom. It is important for you to know
and understand when and how they are used.

SPOT INVENTORIES

Spot inventories are not required on ships with
combined responsibility, but they are taken on
ships operating under separate responsibility. The
purpose of the spot inventory is to check on the
balance of selected stock in the bulk storeroom
and compare it to the balance shown on the Stock
Record, NAVSUP Form 464, and resolve any
differences.

Procedures

The ship’s store officer must conduct spot
inventories of ship’s store stock at unannounced
times during the course of a fiscal year. A
minimum of 5 percent of the stock in the bulk
storeroom should be inventoried per month. The
results of these inventories are compared against
the NAVSUP Form 464 for the purpose of
maintaining inventory accuracy in the bulk
storeroom at 100 percent. Spot inventories may
be taken on a locally prepared form, but when
possible, they should be taken after breakouts or
issues. The bulk storeroom custodian must
indicate the balance on hand on each Intra-Store
Transfer Data, NAVSUP Form 973, after making
the breakout or issue. This makes it easy for the
recordskeeper because as he or she is posting the
quantity broken out to the NAVSUP Form 464,
the quantity balance left can be checked. Spot

inventories should also be taken when an item
shows a negative on-hand stock balance after
posting a breakout to the NAVSUP Form 464 and
for each bulk storeroom issue refusal.

Accounting for Adjustments

When quantity differences occur between spot
inventories and the balance shown on the stock
records, the NAVSUP Form 464 is adjusted
accordingly. Gains or losses do not affect the
Total Balance column of the NAVSUP Form 464,
but the Balance in Bulkroom column is adjusted
as follows:

Gains—when a gain occurs by spot inventory,
it is posted to the Received column and the
Balance in Bulkroom column is increased.

Losses—when a loss occurs by spot inventory,
it is posted to the Expended column and the
Balance in Bulkroom column is decreased.

Figure 6-5 illustrates both a loss and a gain
by spot inventory. A list of all gains and losses
by spot inventory both in quantity and retail value
is prepared. The list indicates corrective action
taken and is filed with the Ship’s Store Afloat
Financial Control Record, NAVSUP Form 235.
When the sales outlet and bulk storeroom are
operated by the same person, the Balance in
Bulkroom column of the NAVSUP Form 464 is
not used. A gain or loss by spot inventory is
entered only to the Received and Expended
columns, whichever applies. ROM users enter spot
inventories in the ROM inventory function. ROM
automatically adjusts stock records for all spot
inventory adjustments entered.

PRICE LINE INVENTORY

The purpose of a price line inventory is to
establish the correct money value of stock on hand
in a retail store or snack bar. Like the physical
inventory, the ship’s store officer is responsible
and must review procedures for conducting price
line inventories with personnel involved before the
actual counting begins.

Price line inventories are conducted using the
two-count system discussed previously with each
inventory team using separate inventory sheets.
Inventories are recorded in ink on a locally
prepared price line inventory count sheet as shown
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Figure 6-5.—Gains and losses by spot inventory.

6-12



in figure 6-6. Retail prices are used for retail items
and cost prices are used for cost items.

Inventory Pattern

It is essential to establish and use a specific
inventory pattern during a price line inventory.
If the inventory pattern is not used, it will be very
difficult to compare the first and second counts
after counting is complete. Just as in the physical
inventory, the area to be inventoried should be
divided into sections. The size of each section and
number of line items must be limited so the two
counts can be easily compared. The sections
should be clearly defined. Do not cover too large
an area, and do not include more than 60 to 100
line items. Each inventory team must follow an
identical pattern. For example, each count team
must begin on the top shelf, work from left to
right and inventory along the shelf from one end
to the other, drop to the second shelf, and so on.

Counting and Recording

Record the count for price line inventories on
the price line inventory sheet by writing the

quantity and the correct price. A separate
price line inventory count sheet is used for
each section to be counted. If two or more
consecutive line items in the inventory count
pattern have the same price, they must be
counted and listed separately on the price
line inventory sheet. After counting and recording
are complete, the ship’s store officer must
compare the first two counts and resolve any
discrepancies. Once differences are resolved, the
first and second count sheets must be extended
as discussed earlier.

ROM users enter price line inventory data in
the ROM price line inventory function. The ROM
automatically extends and totals the price line
inventory data entered.

Inventory Affidavit

After the inventory is completed and all
discrepancies have been reconciled, the first and
second count sheets must be matched and stapled
together. A separate inventory affidavit must be
prepared on a blank price line inventory sheet and
stapled to the count sheets. The price line

Figure 6-6.–Price line inventory count sheet.
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inventory affidavit is prepared in the following
format:

“I certify that this inventory summary sheet
and supporting inventory count sheets on pages

through representing
inventory valued at $ to the best of
my knowledge and belief is an accurate and
complete inventory of merchandise taken on

.

Responsible Custodian Ship’s Store Officer

The ROM system automatically computes all
extensions and enters the inventory affidavit on
the inventory summary sheets.

Distribution

In manual recordskeeping, the price line
inventory sheets are distributed as follows:

 Original to the Accountability File,
SSA-21, and later filed in the retained
returns

  Copy to the recordskeeper to be used as
a working copy

 Copy to the responsible custodian

In ROM procedures, the price line inventory
sheets are distributed as follows:

 Original of the prelisting and final
inventory count sheets to the Account-
ability File, SSA-21

 Copy of the final inventory count sheet to
the recordskeeper to use as a working copy

 Copy of the final inventory count sheet to
the responsible custodian

Balancing the NAVSUP Form 235

As we mentioned earlier, the price line
inventory is used to establish the correct money
value of stock on hand in a retail store or snack
bar. Once the ship’s store officer has the money
value of stock on hand, he or she must balance
the column corresponding to the sales outlet on
the Ship’s Store Afloat Financial Control Record,
NAVSUP Form 235, to determine whether a
shortage or an overage exists in the sales outlet.

If the Expenditure column is more than the
Receipt column, this indicates there is an overage.
For example, suppose the Receipt column adds
up to $21,200 and the Expenditure column adds
up to $21,300. This would indicate that there is
an overage of $100 because you expended for $100
more than you received. On the other hand, if the
Receipt column is more than the Expenditure
column, this would indicate a shortage because
you expended less than what you received. In
ROM procedures, ROM users enter the price line
inventory data in the ROM price line inventory
function as mentioned earlier. The ROM
automatically balances the NAVSUP Form 235.

Once the sales outlet has been satisfactorily
balanced, it maybe reopened for normal opera-
tion. If a satisfactory balance is not obtained for
the sales outlet, the outlet will remain closed until
the inventory is verified and the commanding
officer notified as outlined in the NAVSUP P-487.

CLOSEOUT OF THE
STOCK RECORDS

The Stock Record, NAVSUP Form 464, is
closed out on the last day of the accounting
period. The procedures for closing out the
NAVSUP Form 464 for separate and combined
responsibility are shown in figure 6-7.

Basically, closing out the stock records is
nothing more than transferring figures from the
Inventory Count Sheet, NAVSUP Form 238, to
the stock record, verifying totals, and reconciling
differences. On stock records, which include retail
and standard Navy clothing items, you must also
figure the sales during the accounting period. The
first step is to enter the inventory brought forward
for the bulk storeroom and the sales outlet. These
two figures are added together to give you
your total inventory brought forward, which is
then written under the Total Balance column.
Remember, in separate responsibility, you must
verify the bulk storeroom quantity because the
inventory brought forward for the bulk storeroom
must equal the last entry reported in the Balance
in Bulkroom column.

Look at the stock record in our illustration as
an example for separate responsibility. Enter the
bulk inventory of 144 and the sales outlet
inventory of 76 on the stock record. Add these
two figures (144 + 76 = 220) for the total
inventory brought forward. Then enter the
quantity 220 in the Total Balance column. To
compute the sales figure, take the 840 reported
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Figure 6-7.—Closeout of the Stock Record, NAVSUP Form 464, retail item.
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Figure 6-8.—Closeout of the Stock Record, NAVSUP Form 464, cost item.
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as the last entry in the Total Balance column,
subtract 220, and the balance is 620 as the amount
you sold. The ROM system automatically posts
inventory data entered and closes out the
NAVSUP Form 464 in end of period closeouts,
a subfunction of the resale operations constants
function.

COST ITEM STOCK RECORD

The closeout of the Stock Record, NAVSUP
Form 464, for cost items is shown for separate
and combined responsibility in figure 6-8. The
closeout for cost items is fairly simple because they
are only inventoried in the bulk storeroom. This

inventory is entered on the stock record and the
figure must agree with the last entry reported in
the Balance in Bulkroom column for separate
responsibility and the Total Balance column for
combined responsibility. If these figures do not
match, the differences must be investigated and
resolved.

REVIEWS

Once the office recordskeeper closes out the
stock records, the ship’s store officer is required
to review them to make sure they are closed out
properly. This review procedure is shown in
figure 6-9. The ship’s store officer adds the

Figure 6-9.—Review of the Stock Record, NAVSUP Form 464.
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inventory of 552 brought forward from the last
accounting period to the total of all entries in the
Receipt column, 288, to get the total of 840. This
figure must equal the total entries of expenditures,
including the sales figure of 620 plus the closing
inventory of 220 for the accounting period. These
figures total 840. If the totals do not match, the
ship’s store officer must recheck the NAVSUP
Form 464 to determine where the discrepancy
occurred. The ROM system automatically closes
out the NAVSUP Form 464 after end of period
closeouts. Any differences are examined by the
ship’s store officer.

DISCREPANCY LIST

A discrepancy list showing gains or losses both
in quantity and retail dollar value is prepared for
any differences in the bulk storeroom. Before the
discrepancies are included on this list, the ship’s
store officer will investigate them thoroughly. This
is done by reinventorying the item or items having

a discrepancy, searching for posting errors such
as documents that were not posted or quantities
that were entered incorrectly, or by checking to
make sure the math is correct on the stock record
in manual procedures. If an inventory difference
cannot be resolved after the inventory has been
examined as required by the NAVSUP P-487, the
ship’s store officer includes the item on the list.
The discrepancy list is locally prepared. See
figure 6-10 for an example of a bulk storeroom
discrepancy list. The ship’s store officer indicates
on the discrepancy list what corrective action was
taken. If the operation of the bulk storeroom is
considered satisfactory, it will be reopened.
The ROM system automatically generates this
discrepancy list for you after all inventory data
are entered. The total dollar value at retail of the
differences shown on the discrepancy list is
included on the back of the ship’s store Balance
Sheet and Profit and Loss Statement, NAV-
COMPT Form 153.

Figure 6-10.—Bulk storeroom discrepancy list (sample).
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CLOSEOUT OF THE SHIP’S STORE
AFLOAT FINANCIAL CONTROL
RECORD

Previously in this manual we discussed how
to maintain the Ship’s Store Afloat Financial
Control Record, NAVSUP Form 235, located in
the Financial Control Record File, SSA-1. You
learned that the NAVSUP Form 235 is used as
a management tool to accurately determine if a
ship’s store activity is operating within monetary
limits. In this section we discuss the procedure for
balancing and closing out the NAVSUP Form
235, which is designed to make sure each activity
is within the prescribed monetary limits.

CLOSEOUT PROCEDURE

The NAVSUP Form 235 is balanced and
closed out at the end of the accounting period and
at any other time directed by the commanding
officer. Balancing and closing out the NAVSUP
Form 235 is a very important job, and accuracy
is of the utmost importance because accuracy
determines whether a ship’s store activity is short
or over. It is especially important to the
responsible custodian, since he or she is held
responsible and can be punished under the
Uniform Code of Military Justice (UCMJ) for any
excessive differences.

In addition, the NAVSUP Form 235 must be
balanced but not closed out when any of the
following events occurs:

 An inventory is taken to determine the
financial status of a sales outlet or bulk storeroom
(for example, when you take monthly inventory
in a self-service store and sales outlet operated by
more than one person).

 The ship’s store officer is relieved during
the accounting period and returns are not
submitted.

 The responsible custodian is relieved; the
appropriate column on the NAVSUP Form 235
is balanced.

ROM users first enter inventory data for each
retail outlet in the ROM inventory function. After
this data is entered, the ROM balances the
NAVSUP Form 235 and ROM users process the
NAVSUP Form 235 in the ROM reports function.

In figures 6-11 and 6-12, the procedures for
closing out the NAVSUP Form 235 manually are

shown for both separate and combined
responsibility. It looks like a difficult task, but
all it involves is transferring figures, adding
columns, and figuring the percentage of
differences. Follow along and study each figure
as we discuss the entries made during the closeout
of the NAVSUP Form 235.

Sales Entry

Sales is the first entry made during closeout
for each ship’s store activity. After sales, enter
the cash collected for each sales outlet during the
accounting period in the Expenditure column,
Obtain the cash sales figure from the Cash
Register Record, NAVSUP Form 469, for each
individual sales outlet. The ROM system auto-
matically enters this information.

Inventory Carried Forward Entry

Inventory carried forward is the second entry
made during closeout of the NAVSUP Form 235.
For all sales outlets except cup-type vending
machines and snack bar manufactured items,
enter the closing inventory at retail in the correct
Expenditure column. For cup-type vending
machines and snack bar manufactured items,
enter the closing inventory at cost price in the
correct Expenditure column. Obtain these closing
inventory figures from the inventory summary
sheet for each sales outlet. The ROM system
automatically enters this information.

Subtotal Entry

Subtotal is the third entry made during
closeout of the NAVSUP Form 235. Add all the
entries in the Receipt and Expenditure columns,
including the sales figure and inventory carried
forward for each activity, and enter the totals.
The ROM system computes the subtotal auto-
matically.

Difference Entry

Enter the amount of difference in the Receipt
and Expenditure columns necessary to make the
two columns equal. An amount in the Receipt
column indicates an overage, while an amount in
the Expenditure column indicates a shortage. For
cup-type vending machines, the amount reported
on this line is the gross profit. The ROM
automatically computes the difference.
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Total Entry

Total is the final closeout entry. Add the
subtotal and difference entries for each column
and enter the totals in the Receipt and Expenditure
columns. These figures must match. The ROM
system computes the total automatically.

Once you complete the above transactions, you
are ready to enter the summary entries at the bottom
of the NAVSUP Form 235. The purpose of most
of these summary entries is to show the differences
and the percentage of overage or shortage.

Retail Store Entry

For each retail store, enter the dollar amount
of the overage or shortage reported on the
difference line followed by the percentage of the
overage or shortage. To compute the percentage
of the shortage or overage, divide the amount on
the difference line by the amount on the sales line.
In the example in figure 6-11, the difference for
retail store number 1 was $116.20 divided by the
sales of $49,161.80. This equals a percentage of
difference of .24 percent. The ROM automatically
posts difference information.

Standard Navy Clothing Store Entry

When you have a separate standard Navy
clothing store, enter the amount of the overage
or shortage reported on the difference line
followed by the percentage of overage or shortage.
The ROM system automatically posts difference
information.

Can Drink Vending Machines Entry

For the can drink vending machines, enter the
dollar amount of the overage or shortage reported
on the difference line followed by the percentage
of the overage or shortage. The ROM system
automatically posts difference information. Below
the percentage of the overage or shortage, enter
the cost of sales. The cost of sales is the amount
shown on line R of ALL Vending Machine
Controls, NAVSUP Form 236, for the accounting
period. Look at figure 6-12 as we use the following
formula to compute the gross profit:

Amount shown on the sales line. . . . $13,166.30

minus

Amount reported on cost of sales
line . . . . . . . . . . . . . . . . . . . . . . . . . . $8,275.96

equals

Gross profit . . . . . . . . . . . . . . . . . . . . $4,890.34

$13,166.30 – $8,275.96 = $4,890.34

Once you figure the gross profit, compute the
percentage of gross profit by dividing the amount
of gross profit by the amount on the sales line.
In our example, $4,890.34 divided by $13,166.30
equals a gross profit percentage of 37 percent.
The ROM system automatically posts this infor-
mation.

Cup-Type Drink Vending Machines Entry

For cup-type vending machines (fig. 6-12),
enter the cost of sales which equals the amount
reported on the sales line ($2,300) minus
the amount reported on the difference line
($1,337.20). The cost of sales in this case would
be $962.80. Below the cost of sales, enter the gross
profit. The gross profit is the amount reported
on the difference line of $1,337.20. Then enter
the percentage of gross profit by dividing the gross
profit of $1,337.20 by the amount on the sales
line of $2,300 to give you gross profit of
58 percent. The ROM system automatically
computes this information.

Other Than Drink Vending
Machines Entry

For other than drink vending machines, enter
the amount of overage or shortage reported on
the difference line followed by the percentage of
overage or shortage. This is computed auto-
matically by the ROM system.

Snack Bar Retail Items Entry

For snack bar retail items, enter the amount
of overage or shortage reported on the difference
line followed by the percentage of overage or
shortage. The ROM system automatically com-
putes difference information.

Snack Bar Manufactured Items Entry

For snack bar manufactured items, enter the
gross profit amount reported on the difference line
followed by the percentage of gross profit. To
compute the percentage of gross profit, divide the
gross profit by the amount reported on the sales
line.

Cost of Operation Entry

For the cost of operation material, enter the
value of all items issued from the Cost of
Operation column except for issues to the drink
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vending machines. For cost of operation vending
machines, enter the total value of all items for the
vending machines from the Cost of Operation
column.

GAINS OR LOSSES

Once you complete inventory and closeout, the
NAVSUP Form 235 and the NAVSUP Form 464
gains or losses are identified. The amount of those
gains or losses is a difference compared to the total
sales for an individual outlet or the total sales
for all outlets. The amount or percentage of
difference determines what course of action the
ship’s store officer must take. Determine the
percent of difference for the entire ship’s store
operation using the formula shown in figure 6-13.
In the example, the total difference of all sales
outlets including the bulk storeroom is $246.44,
the total net loss. The figures for the differences
of each individual sales outlets are obtained from
the Ship’s Store Afloat Financial Control Record,
NAVSUP Form 235, and the figures for the

differences of the bulk storeroom are obtained
from the discrepancy list. The total net loss of
$246.44 is then divided by the total sales for all
the sales outlets of $86,877 for the net difference
of .28 percent. Once you determine the net
difference, then determine if it is within monetary
limits. An excessive difference exists when the
total inventory dollar value difference between the
financial control records and the physical
inventory exceeds $750 or 1 percent of total sales,
whichever is greater. If this is the case, then the
ship’s store operation is not within monetary
limits and action must be taken.

ACTIONS TAKEN FOR EXCESSIVE
DIFFERENCES

When an excessive difference is discovered
during records closeout, the supply officer must
be notified and all ship’s store accountable spaces
are secured and numbered car seals placed on
them until the difference can be resolved.

COMPUTING GAINS OR LOSSES

ACTIVITY

Retail store

Snack Bar (Retail items)

Snack Bar (Manufactured Items)

Standard Navy Clothing Store

Can Drink Vending Machines

Bulk Storeroom

Total

SALES

$49,161.80

$8,623.15

$2,060.20

$13,865.55

$13,166.30

N / A

$86,877.00

GAIN OR LOSS REPORTED FROM

– $116.20 NAVSUP Form 235

+$15.75 NAVSUP Form 235

0 NAVSUP Form 235

– $22.63 NAVSUP Form 235

– $8.45 NAVSUP Form 235

–$114.91 NAVSUP Form 464

–$246.44

COMPUTATION

The difference $246,44
divided by

the total sales
equals

the net difference
of .28%

The ship’s store operation has a net loss of
$246.44 with a net difference of .28 percent

Figure 6-13.–Computing gains and losses.
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The first step taken to resolve the difference
is an attempt to take care of the shortage or
overage at a divisional level. This is done by
verifying all mathematical computations on the
records and using the checkoff list in the
NAVSUP P-487, par. 9102, that indicates the
most common discrepancies that occur. If this
does not resolve the problem, then the commanding
officer must be notified. The commanding officer
initiates an informal examination of the loss that
includes rechecking the most common errors
shown in the NAVSUP P-487 and determining the
total dollar value of the difference based on
inventory and financial control records closeout.
If this informal investigation determines there is
no excessive loss, no further action is required.
If the excessive difference is not resolved, the
following actions are taken:

 Assistance is requested from the TYCOM
or local NAVRESSO fleet assistance team.

 Accountability is reestablished and spaces
are reopened for business.

 Disciplinary action is taken according to
the UCMJ, if required.

 If theft or fraud is discovered, the
instructions in the NAVSUP P-487, par. 1206 (2)
and (3), are followed.

Reporting Differences

When the informal investigation indicates an
excessive difference, a letter is sent to the TYCOM
with a copy to the fleet commander, to NAVSUP,
to the Navy Accounting and Finance Center, to
NAVRESSO, and to the Naval Supply Corps
School at Athens. A copy of the NAVSUP Form
235 and the discrepancy list must be enclosed with
the letter explaining possible causes and corrective
action taken to prevent the difference from
happening again.

When directed by NAVRESSO and with the
type commander concurrence, special inventory
requirements may be implemented. The entire
ship’s store operation must be inventoried and
balanced monthly for a minimum of 4 months to
make sure there are no problems. Duplicates of
the NAVSUP Forms 235 and 236 must be sent
to NAVRESSO and the TYCOM each month
during this period.

Disproportionate Difference

A disproportionate difference is an existing
excessive difference that cannot be resolved and
that exceeds $2,250 or 3 percent of sales,
whichever is greater. The procedures for reviewing

a disproportionate difference are the same as for
excessive differences.

If, after the informal investigation is done, the
difference is not resolved, a request for assistance
is submitted to the local TYCOM or the NAV-
RESSO fleet assistance team. If they do not resolve
the difference or it cannot be done in a reasonable
time period, the following steps are taken:

 Set up a formal fact-finding body
according to the JAG Manual, par. 0909.

 Relieve the responsible custodian if
indications show him or her to be responsible.

  Reopen the records; in the event the ship’s
store officer is relieved, the records are closed and
the relieved officer submits returns.

 Reopen spaces for business.

The requirements we discussed earlier under
reporting differences apply to disproportionate
differences also.

ACCOUNTING FOR GAINS OR LOSSES

A gain or loss by inventory that cannot be
resolved must be accounted for in order to bring
the ship’s store records into agreement. In this
section we discuss how to account for gains or
losses of ship’s store or standard Navy clothing
stock.

Ship’s Store Stock

All gains or losses of ship’s store stock are
absorbed in the cost of sales retail on the Journal
of Expenditures, NAVSUP Form 978, at the end
of the accounting period. This includes standard
Navy clothing stock sold with ship’s store stock
through the same cash register with nondepart-
mental keys. If the descriptions of items missing
from the sales outlet are known, a survey charging
the individual ship’s store profits is prepared.

Standard Navy Clothing Stock

Gains or losses of standard Navy clothing
stock are credited or charged to the Navy Stock
Fund. This includes gains or losses found as a
result of inventories in the bulk storeroom, or
gains or losses in a sales outlet when standard
Navy clothing items are sold in a separate store
or through a cash register with departmental keys.

The actual gain or loss by inventory is
documented on a Requisition and Invoice/
Shipping Document, DD Form 1149, for money
value only. The DD Form 1149 covering gains or
losses by inventory is shown in figure 6-14. If it
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Figure 6-14.—Gains and losses by inventory.
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is a gain by inventory, a requisition number is column under the heading Clothing on the
assigned to the DD Form 1149. A receiver’s NAVSUP Form 977. For losses by inventory,
number must be assigned and posted to the assign an expenditure number to the DD Form
Journal of Receipts, NAVSUP Form 977. It must 1149. Post it to the Journal of Expenditures,
be posted as a gain by inventory standard Navy NAVSUP Form 978, as a loss by inventory
clothing and is posted to the Other Sources standard Navy clothing.

6-26


